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DES-E

MEMORANDUM FOR ALL DLA EMPLOYEES

SUBJECT: Federal Recordkeeping Changes for Injuries and Illnesses

On January 1, 2005, requirements for reporting and recording Federal injuries and
illnesses changed. The Occupational Safety and Health Administration (OSHA) issued the final
rule on November 26, 2004, amending Federal recordkeeping requirements. The changes
directed by the final rule will affect any Defense Logistics Agency (DLA) employee who
sustains a work-related injury or illness. DILA is required to maintain appropriate mishap records
and comply with requirements of the amended rule. Significant changes of the rule expand the
number of accident data elements required, adds non-appropriated fund and some contractor
employee reporting, and makes Federal requirements identical to the private sector.

DLA employees, including full-time, part-time, seasonal, non-appropriated fund, and
contractors, must report all work-related injuries or illnesses to their SUpPervisors as soon as
possible but no later than 1 day after occurrence. Amended recordkeeping changes require
contractor employees who are supervised on a day-to-day basis by DLA to be included in our
mishap records. New requirements mandate that employees who experience a work-related
injury or illness provide their home address along with the name of the physician providing
medical treatment (if any). Please note, this information is necessary to comply with OSHA’s
new rule; and the privacy of all employees will always be maintained.

Supervisors of employees who sustain work-related injuries or illnesses must notify their
local safety and health offices by forwarding a completed Supervisory Mishap Report Form,
DLA Form 1591, within 1 working day of receivin g information. The revised form incorporates
requirements of the amended Federal recordkeeping rule and is available at the DLA Forms Web
site: http://www.dla.mil /dss/forms and through the DLA eWorkplace Portal.

The recordkeeping change is significant. Currently, DLA projected injury/illness
reduction goals are not being met. Accurate recordkeeping of all injuries and illnesses is crucial
for data analysis, and is the basis for Safety and Health Program improvement and the
development of preventive countermeasures. All managers, supervisors, and employees are
asked to help make this transition as smooth as possible by complying with the mandated
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requirements of the amended rule. It is requested that this memorandum be given wide
dissemination. Your local Safety and Health Offices are available to assist you with questions
about recordkeeping changes or completion of the new report form. For additional assistance,
please contact the project officer, Ms. Joyce Bellamy, of the Headquarters DLA Enterprise
Support, Environment and Safety Office at (703) 767-6239 or DSN at 427-6239.

ELLA E § g
Director TUD:

DLA Enterprise Support Services
Attachment
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